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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.
NOTICE 15 January 1953
SUBJECT: List of Approved CIA Forms

1. Attached hereto is the revised list of forms
for use within the Agency.

: 2. This list supersedes list published with
1 ~ CIA Notice Igated 1 July 1952.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1

WALTER REID WOLF ,
Deputy Director /
(Administration)
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FULOTIONAL LISTINCG OF APraGvel Ci. FORMS

I CuRRBNT
‘ FURI NC. TITLi LDITION DATE

rccounting, Accounts and Audits (1)

33-9 lotification of Transfer of Funds or Accounts SEPT 19L6Y
33-16  Lccounting by Individual for idvance JUy 19497
33-18 Post Allowance Ludit Card FEB 19L8v
33-26 Capital Transfers Affecting Washington MAR 1952+
33-36 Recapitulation of Overseas AccountingoJUqN%ﬁJ@ O0CT 1950%
33-37 4Adjustments to Monthly Report ocr  1950: -
33-L41 idvance Ledger JUL 1951#AY 82
A33-L14 Statement of Advance . JUL 1951+
33-13 No Title - /igents Ceshier Request for Advance
of Funds JUN  1952:
- 33-15- Statement of Accourt DiC  1952N
N3L-13  Postage Stamp Laily Summary Sheet APR 1952«
34-38  Bill and Collection Register JUE  1950v
34-102 Fo Title - Request to Carricr for Rebilling of V/
Transportation APR 1952
3L4~-103 No Title - Request for Olarification to Permit
Prompt Settlement of Pilling (Manifold) SLPT 1950,/
34-10L Request for Information Relative to Disposition
of Certified Vouch.r Covering :.ccount ocT 19h8V/
36-111 - Transfer of Froperty ..ccountability APR 1950 X
‘ 36-126. Claim and Receipt Form for Reimbursement for
Trans: ortation Lxpense JUL 1951¢”
459-19 . Obligation hegister kil 1952°¥
59-25  Project Financial Data JUll 1952%

Lotion (2)

33-39  Project T/C Control - MAY 1951

36-206 Contract Approvel iction Record NOV  1951X
56-81  MNotification of Personnel iction JAN 1952+~
¥60-113 Docunient .iction Form JUN 1952

Allotments and Lllocations (3)

32-5 idvice of illotment Lutiorization JUL 1952
390-7 Request for Change in Allotment NOV  19hL7v”
32-21 Budget Analysis and illotment Request JUL  1952v
32-26  1llotment Ledger : DEC 1952+
33-20  Report on Ixpenditures and Budget Allocations APR 1950+
3L4-39  Lnalysis of Allotiment Transactions - Unruled DEC 1950%
34-394 Analysis of A1lotment Transactions - Huled DEC 1950%”
B7-113 Field Referral Record JUL 1951~
w51-91 Preject Suh-allotment FER 1952¢7
51-122 Preject Record Card FEB 1952+~
56-77  Analysis of Pudget Allocations . 0CT 1950°
59-5 OPC Administrative Allotment advice {Manifold) NCV  19L9»
59-26 Project Vehicle Allocation AUG 19523_'
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Applicants, Applications, ippointments, Personnel and Personal Data (L)

P3-1
0-25%
33-2
33-L4®
X376
37-50
37=13
37-79
37-82
37-87
3 7"' 87?&
37-88
37-89
+ x37-90

37-112
37-114
37-115
37-117
37-118
37=-119
37-124
37-125
37-126
(Test)
7-129
X37-130

37-1384
37-130B

37-130C

37-131
37-132
37-135
37-148
37-149
37~150
37-150..
37-151
37-152
37-153
37-153
37-153
37-153
37-153
37-151
37-155
37-157
) 37-15€E
38-1

Lpplicant Record Card
T/C Change Authorization
Foreign Duty Data Sheet
Contract Control

- Perscnnel Information Card ~ IBM

Persennel Data Form

Daily Log of Personnel Actions

Residence and Dependency Repert

Military Status Questionaire

Morning: Report Data - Army

tiorning Report Data - Air Force

Request fer Indices Check

Field Recruitment Summary Test Report

Statement of Federal Civilian and Military
Service

Letter of Avellebility

Entrance on Duty Notice

Mo Title - Request for Physicel Lxamination

tteport of Interview

Lend or Source Repord

¥ield #ecruitment Cover Sheeb

Status Card

Placement Cfficer ictivity Report

New fire Routing Sheet

Cencellation of pplicant Processing
Ko Title = Letter Advising Applicant of olracl iy
Employment

No Title - Letter Ldvising Lpplicant of Employment

No Title - Letter Advising /pplicant of
Employment

o Title - Letter Advising Applicant of Em-
ployment

No Title - Request for Interview

Change in Status Routing Sheet

Memorandum ef iLgreement

Employee Summary Worksheet

Recommended Prospect Referral

Employee Qualification Code Sheet

Lpplicant Qualification Code Sheet

Personnel fvaluation Report

Personnel Cualification Questionnaire

srea Cord - White

irez Cord -~ Blue

Lres Cord - Green

tree Card - Yellow

Lrea Card - Pink

Report of Separation

Daily Summary of EOD's and Security Tnitiations

Notice of Creditable Service

Record of cmployee Summary Work Sheets

Porsonal History Statement

g

M

SEPT 1950
SEPT 19527
FAR  19L9s
DEC 1952¢
JAN 19527
JUL 1948
MER 1952~
MAY 1950+
AUG 1950+
SEPT 1951
SEPT 1951
SEPT 1951
OCT 1951*
JAN 1952 r? ,&.i&,m LN
JUN 1952
NOV 19524
MAY 19507
OCT 1952+«
SEPT 1952¢ L
JAN 1950 1295
MAR 19517
MAR 1951
LPR 195147
PEB 1952
Jun 19527
JUN 19527
JUN 195277
JUN 19524
APR 1951
MAY 19514
JUN 1951
MAR 1952+7
LPR 19529
JUs 19527
JUL 1952¢
MAY 195277
paY 1952+
JUN 1952«
JUN 1952 ¢
JUN 1952 ¥
JUN 1952+¢
JUN 1952+
JUL 19527
LG 1952+
DEC 1952 ¢
DiC 1952v”
SEP 1950 *7
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38-14 Personal History Statement - ippendix I NOV 19524§;“%q”}
- 38-69  Certificate - Understending of Security (
S Regulations SEP  1950%
\51-83 Lssessment Hequest oV 1949K
51-95.  Personal Record Questionnsire = Part I MY 1950 ¢«
51-95B  Personal Record Questionnaire - Part II MEY 195007
51-105 No Title - Letter of ippointment (Unvouchered
rmployees) JUN  19L8Y
56-7U Lffidavit - Striking fgainst the Federal A
Government MLY 1950 Yawa 050
56-79 lonthly Classified Personnel Report OCT 1952 &-
Approvals (5)
: P ra 5
10-1 idvice of Project iction FEB 1950
33-39 Project T/0 Control MY 1951¥
33-40 Contract Control DEC 1952
+38-101 © Security Approval FEB 1952raanigSiv
#59-18 - T/0 Luthorization JeN 1952
Attendance and Leave (6)
33-30  Duty Status Report JUN  19L9N,
34-37 Chargeable Leave Memorandum TunMEE 1950
»3L-02 Time and attendance Report and Pay Roll
Change S1lip - IBM JEN  1952L-~
35-22  Bi-Weekly ittendance Hecord iPR 19507
&parge-Out and Filing Devices (7)
35-13 Document Charge-Out Slip NOV l9h6”/
35-2L,  Serial Removal Form APR 1oL+
35-26 Abstract Charge-Qut Slip LPR l9h7V/ Y
35-28  File Charge-Out Slip NOV 1949 9144
36-143  Records Center Charge-Out Card MY 1952“//
51-132 Charge-Out Card : DEC 1952#
Check Sheets (8)
38-7 Security Check Sheet JIN 195047
38-8 Staff Duty Officer's Check List JUN 194,84
59-35 Check List for Preparation of Cover -
Memorandum DEC 19524
70~-22 Final Checking Record FEB 19L8¢”
Clearances (9)
20-2 Record Card JUN 19LL8/
34-30 Final Payment Clearance Shect DEC 1950¢ ‘
37-104 Request for Security Clearance OCT 1950 Yuwr 5/~

¥38-106  idvice of Provisional Clearance on Temporary

ippointment TER 190 fwih ot &7

b 1 | [ 225

@ - 10 Request for Security Investigation (Current) AUG 1951L—_"
0-86  No Title - Deadline! Lust Clear Division By: OCT 1950 &

Approved For Release 2006/04/13 : C'IA-RDP70-00211R000900140004-2
ReSTRICT WD




RESTHICTLD
. Cod:{ng (10)Approved For Release 2006/04/13 : CIA-RDP70-00211R000900140004-2

v

- 36-147 VMester Coding and Adjustment Form SEP 1952 °
&87-1170 Report of Interview JAN 195¥
7-1524 Personnel GQualificetion Questionnaire " MAY 19524

6-80 Proadcasting Stations of the World DzC 195%X

.. (Test)

59-23 Coding Slip. OCT 1952+~
€0-23 Master Card Data MLY 1949
60-47 Graphics Register Analysis Sheet - Spot ‘
Photography FEB 1950‘// A
160-55  Craphic Materials inalysis Sheet - Film FEE 19524
60-59  Piographical Code Sheet MY 1950 #
€0-66 Employee Status Change Card S oNov  19L9 v
60-100  Cazse Number Change Sheet ocT 1951+

460-11L  Special Reports Branch Data Sheet JaN 195X
70-30  Map Catalog Card kAY 19L8¢7
70-73 Suspect Trader Code Sheet AUG 1952z

Contact, Liaison and Interview (11)

37-13 Personnel Relations Interview Record FER 19477
37-88 Request for Indicos Check SEP 1951+
37-117 HReport of Interview 0CT 1952«
37-118  lLead or Source Report - SEP 1952/
37-147  Field Reject Card FEB 1952¢7
38-32 Investigative Liaison Record MeR19L9Y
57-24 Source Information - Individual (Basic.) JAN 19SOV/5
,7-25 Source Information - Organization (Basic.) JAN 1950 ¢
‘O-éB Rceecord of Liaison Contact APR 199 &
60-81 Contact Coordination Information JUL 1950V/ (
€0-128 Clearance Record NOV 1952 &=~
70-16 Data on ixchange 0CT 1949 ="

Contracts and Lgrcements (12)

33-LlL  Declaration of Trust ocT 19527
33~LL4A  Declaration of Trust ' OCT 19527
36-208 WMemo Requesting Survey of Contractor's
Lecounting System and Policies, etc. LPR  1951M
$36-209 Memo Hequesting Certification of Contract ,
- Performance SEP  1952%
37-39  Relcase @ev BEROCT  19L9 7
37-53 Personal Service Contract LPR 19L9¢”
37-135 Memorandum of Agreement JUN 1951/ R T
38-33 Secrecy Agreement OCT 1950+ % ihe X
38-68 Pledge Regarding Contents of Security File No. SEP  1950%”
51-10L4 No Title - Employment Agreement JUN 1948 &
£5-104  No Titlc - Employment Agreement JUN 1948x
56-78 Employment Agreement - FBIS FEB 1951+
56-781  Employment Agreement - Amendment JUN 1951
57-26  inalysis Sheet FEB 1950 ¢
57-28 Conference of U. S. Government Official
Returning from iLbroad MAY 1951 .4 T/:‘f

o -
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Control and Follow-Ups (13) ‘

30-16  Form Code and List Control JaN 195027
‘30-23)f Publications Control AUG  1951%
30-26}. Project Progress Record ' DEC 1952+
30-26)  Project Progress Record DEC 1952«
¥ 32-1 Form Control Cerd LPR 1950’/
32-8 Position Control Ledger - LPR 1947V
32-12 Position Cost Control - White MY 1951v
33-21 SFD-SMU Posting Control MAR 1951
34-35 Designation Authorization ‘PR 1950¢”
¥35-53 Project/Contract Control Card - Acme (Green) SEP 1950X
x35-58 Important Notice! JAN 1951+
35-88 Parts Requirements and Where Used MAY 1952+
35-93 Publications Control Record NOV 1952
36-1L4  Stock Control Card FEB 1948
x36-15 Requisition Register JUL 1952¢
36-254  Supply Record Card AUG 1948+
36-3L Contractor's File Card ' JAN  19L7X |
36-46 Dispatch Record MiAY 1951 +7 V%
36-L47  Chauffeur's Record NOV—29LT e 145}
36-48 Identification Control Card JUL 1947+
36-55 Contract Record SEP 1947+
36-87  Replenishment of Stock Record JUN 1949 ~
36-90 Monthly ibstract of Issues of Gasoline, 0il
and Operating Supplies NOV  19Lge
36-99  Employee Property Issue Record FEB 1950
36-127 Parking Control Record : SEP 1951
6-128  Notice to Contract Inspector SEP 1951
36-133 Job Control Sheet - FEB 1952 7
36-2054 Procurement Control Card - Cargo JUN 1951 s
36-210 Kegrading Control Card MEY 1951
36-212 Vital Materisls Placed in Repository JUL 1951}:{/
36-213  Microfilm Control Log JUL 1951/
36-21L  Vital Materials Log JUL 1951/
36215  Vitel Materials Transfer Slip SEP 1951
36-217 Stock Locator Card APR 1952~
36-218  Change of Stock Location APR 1952
37-63 Overseas Processing Control Card APR 1951k 11478
37-69 T/0 Position Number Register APR 1952«
37-127 Processing Tickler Card APR 1951
37-128 Status of Processing Card APR 1951
38-72 Covert Name Check Control Card DEC 1950+
38-77 Case Control APR  1951X
38-80A Case Control - Ditto Master 0CT 1951
38-81  SSD Statistical Control MAR 1952 ¢«
51-56  Document Card JAN 19L8¢
51-7L  Document Control Card FEB 19L9¢”
51-79 Stock and Allocation Record JUL 1949+
51-12L4  Library Card APR 1952 &~
57-20  Document Control Slip JUN 1950+
57-30 Publication Control Record OCT - 1952 &7
58-10 Project Record Card ocT 1949 <
68-11 Periodical Record Card SEP 1949+
..5_
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P 58-13 Newspaper Accountability Record FEB 1950+
~59-1 No Title - OPC Project Control JUN 1950%
99 Publication Receipt and Routing Record JUN 1950¥%
9-10%  Case Control Index Card SEP 1950¥
59-15 Project Status Report _ NOV 1952 ¢
*59-17 Top Secret Control Card APR 1952+
59-21 Real Property Record JUN 1952+~
59-30 Project Status Record OCT 1952 '/
59-31 Steck Control Record NOV 1952 &~
59-32 ' Library Control Record NOV 1952 &~
60-39 Rlock Control LPR 1950+
- 60-41 CIi Library Loan Service Request and Charge .
Sheet OCT 1952%
60-57  Betch Control Sheet JUL 19ks?”
60-62 Daily Bztch Control Record FEB 1950«
#60-65 Graphic Materials Record - Sulphite JUL 1950%
60~-68 Publication Supply Record DEC 1952¢&
60-75 Top Secret Posting Record JLN  1950& e
60-76 Records Center Control Card : JAN  1950Mpy-1%4 2
60-87 Microfilm Carton Label NOV 1950~
60-96 Inter-Library Loan and Procurement Record JUN 1951¢ Q
60-96)  Inter-Library Loan and Procurement Record JAN 195248 FQ‘FQQ‘ Y
60-98 Motion Picture 1 Film Strip Control Card OCT 1951+ -
60-100  Case Number Change Sheet 0CT 195147
+ 60-113 Document Action Form JUN 19524~
60-120 Periodical Order Record APR 1952 ¢
60-121  Monthly and Quarterly Periodical Control APR 1952=
QO-lQL’:- Weekly Periodical Control APR 1952%"
0-121R Daily and Irregular Periodical Control APR 1952 ¢
#60-122 - Top Secret Control Record SEP 1952
60-126  Punch Room Control and Production Record NOV  1952%7
70-17  Publication Progress Record FEB 11951 &~
70-2Li . Drafting Room Hecord FEB 19L8%”
70-33 Map Delivery Record JAN  1950¢7
70-41  Map Request Routing Sheet . NOV  19LBe
70-54  Map File Record : APR 19500  pory
70-55 Project Control FEB 1952 w7§"
70-58  Photography Log JUL 1951
70-59  Fhoto Record JUN 1952%"
70-66 Follow Card B JUN 1952 v
70-69  Follow Card i JUN 1952
70-71 Estimates Control Record JUL 1952+«
71-1 Shipping Control SEP 1951 X

Damage, Destruction, Salvage and Loss " {1hL)

35-18 No Title - Certification of Destruction of

Document NOV  19L7¢”

35-59 Destruction Report Card AUG  19L9¢”

51-118 Heport of Hegistered Cryptographic Material JUL 1951«
® -6-
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Distribution, Delivery and Dispositiofi (15)

5-21  Distribution Record File Car'c;i ‘ LUG 1951‘/
W36-10 Combination Stock Hecord; Repeiving and J
Froperty Issue Form APR 1948
¥36-21  Authorization for Pickup and Delivery FEB 19527
36-145 Notification of Disposal iction , JUN 1952+
60-9l,  Standard Distribution Kecord MAR 1951
70-28  Primary Distribution Kecord 0CT 19527 -
70-33 Map Delivery Hecord MAY 194B850°¢
Examinations and Tests (17)
37-L2L  Test Record Card JAN 19507
37-L2B  Test Record Card g JAN 1950,
37-L2C Test Record Card JLN 1950
37-L42D  Test Record Card JAN 1950%
37-L2E  Test Record Card JAN 1950
37-L2F Test Record Card FEB 1950« .
37-L42G  Test Record Card FEB 1950°
37-L6  Shorthand Test Sheet Nov  19Loy
37-51 Checklist and Score Sheet for Hoad Test in »
Traffic AUG 19L&
37-704 Report of Qualifications JAN 1950~
37-70B  Report of Qualifications JLN 1950~
37-70C Report of Qualifications JuN 1950+
37-70D Report of Qualifications JAN 1950.
7-70E  Report of Qualifications JAN 1950 <
"WB7-T70F Report of Qualifications FEB 1950%
37-70G¢  Report of Qualifications FEB 1950~
. 37-76 Testing Notice _ FEB 1950+
37-89 Ficld Recruitment Summery Test Report . OCT 19514
File Slips (18)
¥5-1  File and Houting Slip FEB 19527
35-31  Abstract File Slip - White (Cut Sheet) APR  19L7X
35-31  Abstract File Slip - Yellow (Cut Sheet) AFR  19L7X. _
~35-31  Lbstrect File Slip - White and Blue - SEP 19501%4¢ Y7
435-31 Abstract File Slip - White, Blue and Green AFR  19L7X
+35-31 Abstract File Slip - Yellow and Pink SEP 1949w
*35-31 bbstract File Slip - 2 White, 1 Blue NOV  1951°%
A35-31  ibstract File Slip - 2 Yellow, 1 Pink NOV  1951¥
A35-31 Abstract File Slip - White, Blue and L Green Nov 1952+
x38-62 Lbstract File S1lip -~ Reference Index ~ I&SS DEC 1949+~
A 60-16 Cross Reference Slip DEC 19L7¢
Indebtedness (19)
3L-21  Bill for Collection (Manifold) ocT 15L9 ¥
®
- HESTHICTED
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Information itequests, Heports and Records
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(20)

Covert Froject Record

51-Li Tnformation keport
51-List Information Report
51-42-1 Information Report
51-4LR Information Report
51-1C Information Keport
51-L4D Information Heport
51-LF Information Heport
51-5 Information Report ~ External Survey Letachment
51-1  Information Directive
51-58 Field Information Report Sheet
51-59 Operational and Source Data Sheet
51-61 Information Heport
51-614 Information Heport
51-76  CS/CI4 Preliminary Kesponse to OCD
51-177 Information Report
-51-8l Eveluation Sheet
56-29 Routing and Control Record
1
58-6 rress necord
58-7 Project Record
58-8 Editorial Press Work Sheet
59-12 tequest for Intelligence
1
‘_60—1 Request for Intelligence Informe tlon
" 60-6 C. D. Kardox Hecord :
60-34 ICF Card - Duplimat
60-34A  ICF Card - Continuation Sheet
60-58 Biographical Information Sheet
60-58;  Bicgraphical Information Sheet - Continuation
Foerm
60-568R  Biographical Informetion Card - McBoo
60-58¢  Biographic Information Card
60-6L Biographic Heport
60-6l Bingraphic Report - Tissue
60-72 Request for Intellipence Information
~60-72A  Hequest for Biographic Information
60-83 iecord Sheet
60-85 Collection iLetion Kecord Sheet
60-88 No Title - Information Coordination
60-101 No Title - CD Letter Pack
60-112 Field Acticn Transmittal Notice
60-115  Graphics hegister Transmittal Sheet
60-118 Industrial Installations
60-119 Index Search Data
60-123  Perscnality Photographs
60-123. Tersonality Photographs - L rart
60-12ly  Spot Fhotography
€0-12L4 Spet Fhotography - 4 Part
0-127 - Microfilm Transcript Sheet
70-10 Zvaluation Sheet

MAK
MAR
FEB
NOV
DEC
MAR
MLR
oCT
OCT
JUN
FTEB
FEB
MY
MAY
DEC
JUN
NOV
DEC
LPR
£UG
JUL
OCT
APR
APR
JUN
APR
MAY
NOV
MAY
NOV

JAN

MAY
DEC
MAY
MAY
FEB
JAN
SEP
OCT
NOV
JAN

- Nov

JAN
MAR
MAR
COCT
0CT
OCT
OCT
NOV
JUL

1952
1952
1952 L
19L9%
Tos”
1952 X

-1951%

l9i]ﬁ

19 9

bia”

9

19,8¢"
1949~

19L9*

1952 &~
1949
19499k it ¢
l9gl’on-ﬂx°”"
1950~ .
1950~
1950 »
1950

1949
1951,

1952 ¢~

1948,

1948 ¢

19510*,
1951+
1951 ¢

19097
1950+
1952- R
1949w
1949 »~
1950‘ .
1952 ¢~
19504~
1950 &~
1950¢
1949 #°
1951
1952;(' ;
1952
1952 53¢
1952
1952
1952 ¥
1952;::
1952
1950 ¢

-8
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70-34 Personnel Reporting Form , . MAY 1948

J 70-49 - Intelligence Information Hequitement FEBo1951 ¢
70-50 Inquiries of Geographic Names FiB 1950 «~
.70-‘-58 Photography Log JUL 1951X ¢
70-61  Crop Yield Summary FEB 19527 feleit
70-63  Job Record MER 1952+
70-65 USSR Oblast Work Sheet MLY 1952+
70-70 kstimates File Record ~ JUN 1952~
T1-4 Organization Index Card - Buff AUG 1952«
71~k Organization Index Card - Yellow LUG 1952«
yan Organization Index Card - Orange AUG 1952«

Instructions (21)

36-132  Job Instruction Card : FEB 1952 ¢
38-6l Instructions to Report for Intelligence

Indoctrination and Security Briefing MAY 19527
60-90 Document Classification Regrading Notice DEC 1950+
60-125 Cataloging Instructions OCT 1952¢~
70-23 ievision and Rerun Hecord FEB 1948
70-51  Reproduction Record FEB 1950~°

Inventories (22)

36-16  Report of Inventory idjustment ocT 19467
36-19  Property Inventory Hecord JUN 19497
51-118 Heport of Registered Cryptographic Material JUL 1951¢”

’Jet terheads (23)

51-28  No Title - Official Dispatch (White) AR 19&9’%’

51-284 No Title - Official Dispatch (Blue) Sulphite MAR  19L9¥”

51-288 No Title - Official Dispatch (Blue) Tissue MaR 1949 e et S
51-29 No Title - Official Dispatch (Yellow) JUN 1949 .

Logs and Registers (2L)

10~ Director's Log MAR 1952

35-34  Telocommunications Log JUN 1950v

35-42 Signal Center Number Log - Out AUG 19117‘/

35-43  Sipnal Center Number Log - In NOV  19L9

35-Ll  Teletype Wire Sheet FEB 1950 v

35-51  Consolidated Teletype Wire Sheet MAY 19L8¥

35-79 Base Station Log AUG  1951X -

36-123 Cargo Hegister DEC 1950~

37-6l Reference Log Sheet, Confidential Jacket,

Personnel Folder Jun 1949 z/.

37-173 Daily Log of Tersonnel Actions MLR 195247

38-11 Visitort's Register Log . ‘ JAN 1947+

38-1) Log JuN 19504,

38-51  Special Security Control Hegister OCT 1950™ & ™

51-52 Source Log DEC l9h9/
451-131 Kegistration Card DEC 195247
.7-21 Field Office Log Sheet MAY 199~

..9.-
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59-11
ﬁ9—33
0-9
70-27
70-58

Approved For Releasei2608104748 : CIA-RDP70-00211R000900140004-2

Case llegister
Pouch Monifest
Cehle Log

Map Lequest ltecord
Uhotography Log

Meil, Courier and Messenger (25)

3L-7
+3L-13
35-10
35-11
35-16
35"16.!";
36-136

No Title - Check Mailing Slip

Tostage Stamp Daily Summary Sheet
Iavelope Hecelipt

vostage Slip _
Crurier's Classified Mail Keceipt
Courier's Classified Mail Receipt - Pink
Courier Trip Schedule

Medical {26)

37-32 eport of rhysical Qualifications
37-48 Cese | zcord
37-564  Healtl iecord =~ Continuation Form
w37-56B  Health ‘iecord
37-84 Medical meferral Slip
37-85 ledical Summory - Blue
37-86 Certificate for Waiver of Immunization
37-115  He Title - iequest’for I'hysical Examination
’Obliga'if._gpﬁ (27)
32-~19 Memerandum idecord of Obligations -
3L4-9 Miscellaneous Obligation Record
434-124  eport of Obligations and Expenditures by
) Object Classss
3L-1k Report of Estimated Obligations
34-15 itweord of Oblipations and/or Yayments
34-3L iecord of Unliquidated Obligation
3L-40 /nalysis of by Objeet Class - Unruied
34-L0s  inalysis of by Object Class - Ruled
3L=41  iiepcrt of Bstimated Obligations
Orders  (28)
33-27 Travel Order
N36-1 Turcrase Order
36~14 iurchase Order
36-36 Order Ticket
36-58 Jcb Order
36-65 Telephone Service Order
36-135 Machine Records rroject Work Order
0-1 Work Order

10~

SEP
DEC
JUN
FEB
JUL

SEF
APR
NOV
DEC
FEB
DEC
Mi4R

NOV
JUL
NOV
DEC
SEY
OCT
JAN
MLY

JUL
JUN

DEC
JAN
J:N
MAR
JUL
JUL
JUN

0CT
DEC
DEC
JAN
DEC
APR
MAR
SEP

1950 ¢~
1952 %
1950 ~
1948+~
19514

19467
1952/ )
19L9¢”,
191,87
1950 %
1950
1952

195]_* A TR E i g
1952
w48
1952+
19§Oéw
19508~
1951+
1950

19L9v
1949~

1951

1951¥

1951 ™o AR5
L7
WL

1548 &«
1952

1952 ¢«
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Passes;. Pass and Admission hecords (29)

Admission Card JLN 1950'/
‘8-11\( Visitor's hegister Log JAN 19L7¥
38-19  Visitor Admittance Form  ~ JAN 1950/
38-20 Identification Badge Record = White MY 1950¥
38-20  Identification Badge Hecord - Pink MAY 19507
38-26  Limited Fass Receipt DEC 19L7*
38~L1 Photograph Identification JUL l950=/"
38-43 Admittance Sheet for Telephone Company Employees SEP  19L8¢
38-63  Visitor Exit Pass - Blue MG 19407
38-63 Visitor Exit Pass ~ Salmon AUG  1949¥
38-63  Visitor Exit Pass - Pink UG 19L9Y
38-76  Pass - VIP MAR 1951
38-82 Special Purpose Badge Identification Card SEP 1951¢™ [+ odus

Pay Roll and Time Records (30)

X32-3 Request for Approval of Overtime JEN 19527 o
¥33-2L  Employee's normal Pay Hecord NOV 1950 4 b2 "
33-294 Tay Roll Change Notice - Standard Register MAR 1951
33-38 Information and Pay Roll Deduction Cerd - White DEC 1951~

33-38 Information and Fay Holl Deduction Card - WhitePnx  OCT 1950¢”
33-38 Information and FPay Roll Deduction Card - Yellowmwa OCT 1950~

33-103  ‘futhority to Make Salary Deductions ocT 19L8Y
34-26  Earnings itecord Card - Reccrd of Native Pay AUG l9h7{/
34-30 Final Payment Clearance Sheet : DEC 1950
L4-31  Pay Roll Index Card DEC 19L8Y
h-32 Application for Allowances . 0CT 1951¥
34-33  Schedule of Allowances DEC 1948V
N 3b-k2 Time and Attendance Heport and ray Roll |
Change Slip ~ IEM JAN 1952008 ¥
3h4-Lb Individual Pay Roll Data Card DEC 1952+
36-57 Driver's Daily Time Sheet NOV 1949 b
' 36-130 Notice to Employee of Additional Compensation FEB 1952/
36-137 Courier Time Card MAR  1952%
A59-2L Agent Duty Status Keport , JUN 1952 ¥

Froduction (31)

60-62  Daily Batch Control Hecord FEB 1950
60-51  Camera Utilization FEB 1951¥
60-93 Camera Operator's Report and Certificate FER 1951%~
70-21  Map Reproduction Time Record FEB 19L8*"

70-25  Drafting Assignment FEB 194847
Purchase (32) /
436~1 Purchase Order DEC 1951 § & _
36-1a Purchase Order £l BRECT 1951 Yen 83

36-28 Tabulation of Bids MAY 19L8 ¢«

36-36  Order Ticket JAN 19474

‘6-101 Request for Quotation _ OCT 1952,
-1l-
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Reckipts and iteceiving (33)

K
5-3
35-10
35-16
35-16A
35-20
35-91
36-66
136-67
436-93
38-16
3 8-164
38-26
450-65
70-18
70-29
70-56

Receipt

Censolidated heceipt

Envelope Receipt

Courier's Classified Mail Receipb
Courier's Classified Mail Receipt - Fink
Consolidated Intelligence Receipt
Registered Mail Receipt

Memorandum Receipt

eceiving Report

Delivery Ticket and Receipt
Document Recelpt

Document Receipt - Transmittael
Limited Pass Receipt

Grephic Materials-Record - Sulphite
Library Record Slip

Transmittal Hecord

Grephic Material Recelpt

gecruitment (3L)

37-92

37-119
37-123

Pi-129%
37-146

Personn 'l Requisition Inventory Card -
Duplimat (Front & Back)

Field Recruitment Cover Sheet

Suspension or Cancellation of Recruitment
Request

Cancellation of Applicant Frocessing

' Manpower Source Data Card

Heference Index (35)

34-31
35-304
Thru 7
£35-3041
Thru 721
\{35-30&2
I Thru z2
\3 5-3043
Thru 73
35-86
37-159
31-126
451-127
N 59"3)4
50~6¢
60-95
60-129
70-18
70-52
70-53

o

Fay Roll Index Card
Abstract Tabulztion Card

Abstract Tabulation Card
Abstract Tabulation Card
ibstract Tabulation Card

Farts List

Subject - rroject Index Card
RT Crecss Heference Form
Document and Teriodical Bibliography Card
Cross Heference Form
tbbreviation Card

Product Transcript

Retake Certificate

Library Hecord Slip

Map Set Listing

Map Evaluation Record
Bibliographic Index Card

-12-

FEB
MAR
NOV
FEB
DEC
JUL
oCT
MAR
JUN
NOV
APR
DEC
DEC
JUL
FEB
JAN
SEr

FEB

JAN
MLR

FEB
FEB

DEC

159477
1951*M¢L”/
19L9 v
19§Oé
1950
19504
1952
1949+
1952
7
g
19487
iy
19 P
191,8 ¥
1950 ¥
1951 &~

1952“/
1950 \& 5\
.
1951
19527

1952

948~

Various

NOV
NOV
oCT

MuR
DEC
JUN
AUG
DEC
0CT
DEC
DEC
FEB
FEB
APR
APR

1950%
1950V
1952+

1952
1952~
1952
1952 ¢~
1952 X
1949
19524
19527
1948 &~
1950e—,
1950%
1952 -
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70-67
70-68

070472
@
71l
71-4

Heports and Statements

RESTRICTED
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Index I

Index T

Suspect Trader Index Card
Organization Index Card = Buff -eh\ot-
Organization Index Card - Yellow
Organization Index Card - Orange

(36)

30-1L Organization and Methods Frojects Progress Report
32-2 Monthly Forms Report
34-3 Administrative Audit Difference Statement
34-29 Iteconciliation Statement
35-90 Crypto System Heport
36-22 Consolidated Property Report
36-40 Moving Informmation Report
36-115  Weekly Report of Delsyed Motor Pocl Service
36-13L4 Machine Hepair heport
36-14Ly  Real Property Heport
36-203 Monthly Motor Vehicle Operating Maintenance
and kepair Record
36~203A Annual Motor Vehicle Operating, Maintenance
and Repair BExpense
36-212 Vital Materials Placed in Repository
37-67 Daily Security HReport
37-704 Report of Qualifications
37-70B  Report of Qualifications
7-70C  Report of Qualifications
W37-70D  Report of Qualifications
37-708& . Report of Qualifications
37-70F Report of Qualifications
37-70¢ Heport of Qualifications
38-22 Security Violations Report
38-L2 Daily Report
59-15 Project Status Report
“E0-91 Camera Utilizaticn
60-93 Camera Operator's Report and Certificate
460-116  Industrial Register Monthly Services Heport
Requirements (37)
32-15 Summary of Budget Estimates Fiscal Year
32-17 Non-rersonnel Services bstimate
32-23 Activity or Froject Tabular Statement
32-24  Summary by Object Class
32-25 Estimated Personnel Requirements Fiscal Year 1954
57-18 Request for Requirements
59-27 Material Hequirements
59-28 Personnel Requirements
59-29 Facilities Requirements
70-49 Intelligence Information Requirements
4713 Requirement Control Card

Y

-13-

JUN
JUN
LUG
MG
AUG
AUG

AUG
SEP
MAR
JAN
SEP
JUL
ALPR
AUG
FEB
JUN

MAY

MAY
JUL
JUL
JAN
JAN
JAN
JAN
JAN
FEB
FEB
AUG
JUL
NOV
FEB
FEB
FEB

JUN
MAY
MLY
MAY
MAY
JAN
AUG
SEP
SEP
oci FEB
MAR

1952 -
1952~
1952
1962
195247,
1952 ¢

£ £
1952™° W

1945
9L

194820115

1952,
1950«
1950 ¥~
1950
1952
1652+

1950’/

1950;/
1951
19§9:f/
1950
1950 ;
1950
1950+
1950
1950¢
1950+
1949~
1949+
195267
19524
1951+

1952

19L9 Y
1952v
1952+
1952+
1952¢
1949~
1952+
1952~
19520 7
1951
1952 }(
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Requisitions and Hequests (38)

0-11  Request for the Approval of Forms OCT 1952%p - 14537
*33-15 Request for Advance JUN  19L9v”
33-20 Budget Heport FEB 1952
X%33-20  Budget feport Continuation Sheet - : FEB 1952+
33-35  Hequest for Payment - Confidential Punds MAR 1951«
34-105 No Title - Hequest for Savings Eond = Issuance ocT 1952V
36-2 Keproduction iequisition JUL 1950X
*36—7 itequest for Supplies, hLquipment or Services JUN  1952X
36-7A Requisition for Supplies, kquipment or
Service Continuation Sheet VAR 1951{
36-58  Job Order DEC 19L7X
36-65 Telephone Service Order APR 1948+
436-125  kequisition for Supplies, Zquipment or s
' Service Ditto Master DEC 1951\6,«'*"\“-"
3§-1254 HRequisition for Supplies, Lquipment or .
Service Ditto Master (Continuation Sheet) JUN 1951+
36-20, Building Supply Order 0CT 1951+
%37-145  Hequest for Booking Arrangement JiEN  1952#
38-2 Request for Credential UL 1509
58-9 Document Hequest Card AFR  19L9+ 7
60-21 Request for Inter-Library Loan NOV 1950 ¢~
60-70A  Hequest for Library Loan Service : MAY 1952&”
460-79 tiequest for Reproduction and Dissemination /
of Top Secret Material AY 1952
60-89 Document Classification Regrading Request DEC 1950 &~
0-99 Dossier Hequest Sheet OCT 1951«
= 60-130 Facsimile Requisition DEC 1952+~
70-19 Drafting Specifications = Top Secret (Cover ,
Sheet) ' FEB 19L8 ¢
70~19.  Drafting Specifications - Continuation Sheet FEB 19L8Y
70-20 Type Order FEB 15L8 ¢~

Rosters and Strength Reports (39)

32-20  Supporting Schedule for S, F. 80 and 5. F. 113 AUG  19L9V
37-156 Consolidated Monthly meport of Fersonnel MG 1952°¢
37-156/ Monthly Report of Unvouchered Personnel ave 1952 7

Routing, Signature and Memo Sheets and Slips (LO)

*410-3 Routing Slip FEB 1952%
30-L Official Houting Slip SEP 1947
A35-1 File and Routing Slip FEB 1952
35-2 File Slip - Standard Hegister (Used for Routing) auG  9L7
#35-L0  RI Routing Slip FEB 19527
35-55 Kon-CIA Message Routing and Hecord Sheet - e
Loan Copy MAY 19515V
35-56 Non-CTAi Message Routing and Record Sheet -
Retain Copy JUN 1949 /
36-8 Transmittal S1lip . SEP 19L6”
7-65  Personnel lction Routing Slip DEC 1949+
W37-1514 Routing and Action Slip for Fersonnel Evaluation
Report SEP 1952+

Approved For Release ZOOGIOZH{';: CIA-RDP70-00211R000900140004-2
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%38-13 Signature Record and Cover Sheet JAN 1952
4 38-134 Signature Record and Comment Sheet JUN 19L4o+
51-9 Routing and Heco¥d Sheet - Blue (Free;

. Restricted, and Cunfidential) JAN 19507(
51-10  Kouting and Record Sheet (Secret) FEB 1950«
51-17 Information - Cable Routing and Record Sheet MAY 1950X
51-18 Confirmation - Cable Routing and hecord Sheet MAY 1950¥
51-19  Action - Cable Routing and Hecord Sheet JEN  194TX
51-23  Cable Routing and Record Sheet - Plain JAN 1;)4»7 wo ¥
51-85 Research Materials Houting Slip . DEC 15L9e~
55-5 Internal Routing and kecord §1lip - 00 NOV 1552¢

+56-29  Routing and Control Record DEC 1951~ f¢"
60-83  Record Sheet SEP  1550e~
75-3 Action Sheet _ MAR 1951

4 75-l M/S1 Routing Slip FEB 1952~

Schedules (41)

35-89  Work Schedule sEp 19527

36-86 Weekly Working Schedule FEB 1951~

36-136 Courier Trip Schedule AR 1952

37-28 Immunization Schedule MAR 1952+ .
38-74 - Investigation Scheduling Record MAQEER” 1954 W P B
70-1,3 Cover Sheet - White JUN 1949+

70-13 Cover Sheet - Blue JUN  19Lo¥~

Status (L2)

Q'?-BS Verification of Status DEC 19149/
37-12L4 Status Card MAR 1951~ -
37-132 Change iff Status Routing Sheet MAY 1/51/
59-30 Project Status Record : OCT 1952
Surveys, Studies, Investigations and Inspections (l3)

32-1) Budget Analyst Record JAN l9h9‘/
36-18  Survey Keport NOV 19149/
#36-18  Survey Heport - SO JAN 191189
36-131 Job Analysis FEB 52/
36~216 Survey of Equipment , SEP 1951~ )
#37-57 Shop Inspection Report DEC 19149'“”‘6";‘ A
38-48s  Biographical Data Form - Non-Priority OCT 19507
38-L4BR  No Title - Neme Check SEP 1951~
1 | JUL 1950%
38-71 Case rrocessing Record NOV 1950~
38-73 IID Check ‘ MY 19517 ,
X38-75 Investigative Transmittal Sheet FEB 1952w §¢ ¢
38-77 Case Control APR - 1951X
38-79 Notice of Exposed Classified Materisal MY 1951v
38-804 Case Control ~ Ditto Master OCT 1951¢ -
38-102 Heport of Night Investigation AUG 1949 ¢ -
38-107 Inter-Office Memorandum SEP 1950+
38-109 Report of Investigation MAR 1951
'8-110 No Title - Certification of Security Status APR 1951 ¢
..15..
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4 H51-109  Lenguzpe Survey DEC 19504)5
'51-119 Request for RI Name Check 5UG 1652
0-4L8 Fechine Utilization AUG  19L8%
1-2 Monthly Shipring Heport Work Sheet FEB 1952 ¢

Telecommunications (L)

35-18 No Title - Certificate of Destruction of Document NOV 1952/

35-60 Message Form - White NOV  19Lo¥
35-60  Message Form - Yellow NOoV  19Lot
35-60  Message Form - Blue : Nov  19L9k
§35-61  Incoming Cable - Pink Nov  19L9”
35-62 Incoming Cable - White NOV  19LoX
35-63 Incoming Cable - Green NOV  194L9»
35-6  Outgoing Message - Blue NOV 1949+
35-65 Incoming Message - White NOV  19L9*
35-65 Incoming Message - Pink Nov  19Lo¥
35-66 Outgoing Message -~ Yellow NOV l9h%"/
35-69 Archives Cable Service : JUL 1950
35-72 Incoming Message Form APR 1951
35-73 Joint Message Form CAPR 1951%
35-74 Load Keport AFR  1951¢
35-175 Summary of Operaticn : APR 1951+
35-76 Radio Contact Job Ticket AFR 1951+
35-77  hadio Circuit Log APR 1951%
35-78  Radio Circult Status heport APR 1951V
5-79 Base Station Log AUG 1951
‘S-SO Classified Message = Blue Original (Incoming) NOV  1951°
38-81  Classified Message = Green Original (Outgoing) NOV 1951
35-82 Classified Message = Pink NOV  1951¥
35-824 Classified Message - Fink (Top Secret) NOV 1951‘/
35-82B Clessified Message - Fink (Top Secret - Signal
Center Copy) NOV 1951 ¢
35-82C Classified Message = Pink (Signal Center copy) NOV 19517
35-83  Clessified Message - Yellow NOV 1951+
35-834 Classified Message - Yellow (Top Secret) NOV 1951
35-838 Classified Message = Yellow (Top Secret - ,
Signal Center Copy) NOV 19517
35-83C Classified Message ~ Yellow (Signal Center Copy) Nov 1951

35-844  Classified Message = Green (Top Secret -

Summary Copy) : NOV 1951
35-848 Classified Message - Green (Summary Copy) NOV 1951«
35-85 Classified Message - White NOV 1551+
35-854  Classified Message - White (Top Secret) NOV 1951Y
35-86  Farts List MAR 19527
35-87 Teleconference Item Form MAY 19527
35-90 Crypto System Report SEP 1952¢
35-92 Incoming Cable Brief ' NOV 1952
35-924  Outgoing Cable Brief NOV  1952%
36-65 Telephone Service Order £PR  19L8¢
36-109 Request for Certification of Monthly Toll
: Service Statement AFR 1951/
.36—12h Telephone Toll Ticket APR 1951

Approved For Release 200804173 TRDIA-RDP70-00211R000900140004-2
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£51-68 Daily Record of Outgoing Messages JUL, 1948
51-69  Summary Sheet g 1948X o
51-70 . Traffic Swmary AG—IGhB- Seet 5=
56-26  Cruising Report - White OCT 19L9+~
56-264  Cruising Keport - Green OCT  15L9*"
56-26B  Cruising Report - Yellow . OCT 19L9+
56-2€¢  Cruilsing keport - Dlue ocT 194977
56-2€D  Cruising keport - Salmon 0CT 19U9~
56-26E Cruising Report - Buff 0CT 19L9«™
56-L9 Line Schedules -~ White AUG 1947V
56-49 Line Schedules - Salmon AUG 1L

- 56-49  Line Schedules - Buff _ AUG  LoL7-
56-69 Maintenance Hecord MAR 1952 &
56-70  Station Log o gun wlsX
56-71 Monitoring Report JUN 19507
56-72 Engineer's Watch keport JUL 1949y
56-7% Operations Log - White AUG 1950 ¢
56~75 Operations Log - Salmon LUG 19507
56~754  Experimental Log - Green UG 1950 %7
56-76  Coverage Change Heport UG 1950 &7
56-R80 (Test) Broadcasting Stations of the World DEC 1951 X

Training (L5)

35-70 No Title - Approval for Communications Training -

Sulphite (White) NOV 1951 Taw tisn
35--70 No Title - Approval for Communications Training - - _
Manifold (Blue) Nov 1951 " "
.5—-71 No Title - Completion of Communications
Training - Sulphite (White) : NOV——1951 TN 5773
35-71 No Title - Completion of Communications )
Training - Manifold (Blue) JO¥--1gsT TEm 52
51-1 Training Hequest MR —3952-ac - e
51-2L,  Biographic Questionnaire NOV  1951¥
51-71  Trainee Battery Form FEB 1952%
51-75  Training Record MBysv JEN 1552 ¢
51-8¢ Training Evaluation - fdministraticn OCT 1951¢~
51-50 Request for Training Assistance FEB 1950
51-93°  Request for Covert Training APR 1950 X
51-97 No Title - Observaticn Sheet JUN 1950+
51-974 No Title - Observation Kating Sheet JUL 1950X
51-107 issessment Keport - Bond JUN 1952«
51-107 Asressment Report - Tissue JUN 1952 &
51-111  Request for Cryptographic and Communications
Security Training JAN 19514
51-112  Request for Communications Training JAN 1951¢%
51-112A Request for Communications Training JAN 195147
51-113 Personnel and Locator Record JAN  1951%7
51-11l; Training Evaluation - Rasic Orientation SEP 1951«
51-116  Psychometric Log MAR 1951X
51-121 Certificate of Attendance PEC 1951 v
1 | MAR 1952 ,—
@ -27-
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Approved For Release 2006704713 CIA-RDP70-00211R000900140004-2




]

#51-128

% 51-1282

1-129
51-130
(Test)
59-8"
59-20

Approved For Release 2B88H#$3%CIA-RDP70-00211R000900140004-2

Centile Graph

Centile Graph

Individual's External Training
Language Achievement Report

Request for Covert Training
Training Record Card

Transfers (L6)

K33-26
36-2L
36-111
36-215
37-110
38-65
51-118
60-52

Capital Transfers Affecting Washington
Property Turn~In and Transfer Slip
Transfer of Property Accountability

Vital Materials Transfer Slip

Personnel Transfer Letter

Memorandum ‘o File

Report of Registered Cryptographic Material
Records Retirement Request

Transmittals (47

410-101
33-104

34101

38-108
+368-108
57-27
60-16
60-82
70-29
70-38

Memorandum Fors

No Title - Transmittal Memorandum flequesting
Additional Information and/or Corrections
in Connection with Travel Voucher

No Title - Transmittal Memorandum Hequesting
idditional Information and/or Corrections
in Connection with Travel Voucher

No Title - Letter of Transmittal to FBL (Bond)

No Title - Letter of Transmittal to FBI (Tissue)

Transmittal Form for Graphic Material

Transmittal Sheet

On Loan - Transmittal Sheet

Transmittal Hecord

Transmitbtal List

Travel, Transportation and Shipping (L8)

33-27

3U-2
\3L4-6

3L4-16

3L4-20
~36~-1;
36-5

36-11
36-85
36-854
36-126

56-100
6-138

Travel Order

Travel Expense Record

Record of Transportation Requests - Acme Visible

No Title - CT4A Memorandum Copy for Travel
Request 5. F. 1030

Transportation Request Receipt

kequest for Shipment

Request for Tick-Up and Delivery Preparatory
for Overseas Shipment

Final Instructions for Overseas Travel

Shipping Document - Back

Shipping Document - Continuation Form

Claim and Receipt Form for Reimbursement for
Transportation Expense

Shipment Status Sheet

Partial Shipment Record

=18~

DEC
DEC
DEC
DEC

LPR
APR

MAR
JAN
AT R
SEP
FEB
MAR
JUL
JUN

JAN

JUN

JUL
OCT
OCT
TEC
MAR
SEP
JAN
MAR

OCT
AUG
SEF

APR
MAR
FEB

SEP
OCT
APR
SEP

JUL
F&B
AFR

1952
1952 %
1952
1952

1950 v
1952 e~

1952+
19507
1950Y .
1951/
1950
1951
1951+
1952 &~

19527
1952

1952{, .

1951

1951

1952 4;@ 1§
1952~

155047

1950 X

1949 &

19515
19L9
19“6‘1\3{

Y
9
1952 /

19467
19466
1949+
1951X

19517
1952
1952
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36-139 No Title - Cargo Delivery Instructions OCT
36-140 No Title - Request for Forwarding Shipment ATR
6-141 No Title - Notification of Stenciled Cargoes APR
36-142 Transmittel of Freight Bills JUL
37-91 Shipping Data FEB
51-78 Geographicel Cargo Heference Card JUN
51-103 Request for Shipping Instructions DEC
71-1 Shipping Contrcl SEP
\75-5 Request for Travel MAR
Vouchers (L9)
33-10 Cenfidential Funds Posting Voucher , OCT
3312 Travel Voucher vwkwsﬁﬂUN
33-17 Reimbursement Voucher for Purchase and ;
Services Other Than Personal JUL
33-31 Transportation Voucher - Confidential Funds NOV
3h4-1 Record of Voucher (For Fer Diem Accounts) SEP
34-13 Voucher Abstract JUN
Work Sheets, Charts and Graphs (50)
~32-L Chart (Fiscal Year 195 ) AFPR
32-13 Fersonnel Requirements Work Sheet JUN
32-22 Funds Control ocT
36-26 Physicel Inventory Work Sheet FEB
6-116 Keccrds Analysis Work Sheet JUN
6-211 Records fnalysis Work Sheet MAY
37-148  Employee Summery Worksheet MiR
55=7 VMileage Work Sheet JUL
58-8 Editorial Press Woerk Sheet APR
55-36 201 Work Sheet DEC
60-53 Capticn Report : SEP
€0-55 Graphic Materials Analysis Sheet - Film FEB
60-73 Grarhics Hegister Analysis Sheet - Personalities NOV
60-117 I.T,R. Data Sheet MAF
70-62 Map Frogress Chart MAR
71-2 Monthly Shipping Report Work Sheet FEB
£75-5 Request for Travel M&R

-19-

1952./

19521~
1952 4
1952
1952
19L9X .-
19474
1951%
1952 e

1552
1949 gkt ¥

1949

LU
1946 v
1952-%ak-195 3

1952+
19?9’/"
1950+

1950 v~
1952¢
19517
1952

1950 «~
1949

1952 ¢+
19?8 e
1952 »~
19&9/
1952 ,
19511452 ¢
1952 &
1962 1
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STaNDAKD FORMS STOCKED IN CIA

‘" oM NO. TITLE

SF2 -Heal Estate Lease
SF3L Schedule of Obligations (Green)
SF7 Service Record Card
SFTD Peosition Identification Strip
SF1l Telegram, Size 8 x 7
SF1hL Telegram, Size 8 x 103
SF19 Bond of Indemnity - iLdvance
SFe2 Instructions to Eidders
Sra23 ~Censtruction Contract
SFek Pid Bond
SF25 Performance Bond
SF25L4 Payment Bond
SF26 Award (Supply Contract)
SF27 FPerformance Pond - Corporate Co-Surety
SF274 Payment Bond - Corpcrate Co-Surety
SF2TE Corporate Co-Surety Continuation Sheet
SF28 Affidavit of Individual Surety
SF30 Invitation & Pid (Supply Contract)
SF31 Schedule (Supply Contract)
SF32 General Provisions
Sr33 Invitation, Bid & Award
SF3L Annual Bid Bond
SF35 Annual Performance Fond .
F36 Supply Ccntract Continuation Sheet
o390 Request for Certificaticn
SFLO Contract for Telephone Servicse
SFLL U. 5. Government Purchase Order, Invoice and Voucher
SF50 Notification of Fersonnel iction
SF52 Request for Personnel iction, Blue
SF57 hpplication for Federal Employment
SF50 Experience & Qualification Sheet
SF61 Appointments Affidavits
SF63 Memorandum of Call
SF6L 0ffice Memorandum (White)
SFél Office Memorandum (Rlug)
SF66 Inguiry Regarding Status, Veteran Preference &/or
: Service
SFT1 Application for Leave
SFT75 " Position Description
SFT754 Guide for Writing Pesition Descriptions
SF78 Certificate of Medical Examination
SFa8 Repcrt of Medical Examination
SF89 Keport of Medical History
SFol Operators Report of Motor Vehicle iLccident
SF93 Report of Investigating Officer
SF103 Application for Service Credit
SF105 Certificate of Membership in the U. 5. Civil
Service Retirement System
SF113 Monthly Report of Federal Givilian bmployment
‘Fll31‘; Quarterly Report of Federal Civilian Emplcyment

- A -
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FORM NO., TITLE
65‘119 Contractor's Statement of Contingent or other

Fees for Soliciting or Securing Contract

SF12€64 Bond Issuance Schedule ~ Continuation Sheet

SF1LhL Statement of Previous Federal & Militery Service

SF150 Standardized Covernment Travel Regulations

SF51li Urinalysis, 2 Part, Yellow

SF51LR Hematology, 2 Part, Cherry

SF51LC Secrology, 2 Part, Printed Brown Ink on Pink Bond

SF5LLC Serology, 2 Part, Carbon Interleaved

- SFS1LD Rlood Chemistry, Cherry

SF5194 Radiographic Reports 2-Part

$F1012 Voucher for Per Diem and/or Heimbursement of
Expenses Tncident to Official Travel

SF10124 Voucher for Per Diem, iiemo

Sr1012r Voucher for Per Diem, Continuation Sheet

SF1012C Voucher for Per Diem, Memo of Continuation Sheet

S5F1012D Recuipt for Cash - Subvoucher

SF101ha General Ledger

SF1015. 11lotment Ledger, White

SF1015E Allotment Ledger, White

SF1016 Distribution Ledger

SF1OLTG Journal Voucher

SF1034 Public Voucher for Purchase and Service

SF103L4 Public Voucher, Yellow

SF1035 Putlic Voucher, Continuation Sheet

SF1036 Statement and Certificate of Awerd

Y SF1038 tpplication & Account for idvance of Funds

SF10LL Schedule of Collections

SF10L6 Schedule of Trensfers - Special Deposits

S 10L8 Vouchers for Refunds, Memo, Yellow

SF10L9 Voucher for Hefunds, White

SF1050 Voucher for Refunds Copy Memo

£F1055 Claim 4gainst the U. S. for fmounts Due in the Case
of a Decedent

SF1067 Public Voucher for Transportation of Passengers

SF10674 Public Voucher, Yellow

SF10678 Public Voucher

SF1067C Public Voucher, Memo, Yellow

SF1069 Voucher for Allowances at Foreign Posts of Duty

SF10694 Voucher for Allowances, Memo, Yellow

SF1070 Schedule of Hetirement and Disability Fund Credits

SF1080 Voucher for Transfers :

SF1080n Voucher for Transfers Memo, Yellow

SF1080F Voucher for Transfers, (Collection), Blue

SF1080C Voucher for Transfers, (Collection), Green

SF1081 Schecdule of Voucher of Withdrawals and Credits

SF1096 Schedule of Voucher Deductions

SF1097 Adjustment Voucher to Effect Correction of Effors

ST10974 Adjustment Voucher, Memo, Yellow

SF109€ Schedule of Cancelled Checks

SF11034 U. S, Government Bill of Lading, Yellow

SF110L U. S. Govermment Bill of Lading, Shipping Order

| Approved For Releasi%ﬁgggﬁ%ﬁ3 : CIA-RDP70-00211R000900140004-2
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FORM NO. TITLE
—a SF1105 U: S. Government Way-Bill _

SF1106 Ul S¢ Government Way-Bill Carrier's Copy

SF1108 Certificate in Lieu of Lost U. S. Government Bill
of Lading - Originel

SF11084 Certificate in Lieu of Lost U. S. Government Bill
of Lading, Memo Yellow

Sr1113 Public Voucher for Transportation Charges

SF11134 Public Veucher for Transpertation Charges, Memo, Yellow

SF1116 Statement of General Accounts Balance

SF1117 Schedule of Balances Showing Status of Appropriations

SF11254 Pay Roll Certification Control

SF1126 Pay Roll Change S1ip, Payroll Copy

SFr112€ Pay Roll Change Slip - 5 Part

SF1126 Pay Rkoll Change Slip - 5 Part (CIA)

SF1128 Pay Roll for Personal Services

SF11284 Pay Reoll for Personal Services, Memo, Yellow

SF1129 Voucher for Petty Purchases

SF11294 Voucher for Petty Purchases, Memo

SF1130 Time and Attendance Report _

SF1136 Time and Attendance Report (Long Form)

SF1137 Leave Record

SF1150 Reccrd of Leave Data Trensferred

SF1152 Designation of Reneficiary

SF1153 Claim of Designated Beneficiary and/or Surviving
Spouse - Unpaid Compensation of Deceased

) Civilian Employee
.SFllSh Public Voucher - Unpaid Compensation Due a

Deceased Civilian Employee

SF1154L Public Voucher - Memo cof the SF1154

SF1155 Claim for Unpaid Compensaticn of Deceased Civilian
Employee - No Designated Beneficlary or Surviving
Spouse

SF116L Claim for keimbursement for Taxicab Expenses

SF1165 Receipt for Cash Sunvoucher

SF1166 Voucher and Schedule of Payments - Original

SF11664 Voucher & Schedule of Payment, Memo, Yellow

SF1167 Voucher & Schedule of Payments - Continuation
Sheet, White

SF1167A Voucher & Schedule of Payment - Continuation
Sheet, Yellow

SF2802 ipplication for Refund of Hetirement Deductions

SF2805 Request for Hecovery of Debt Due the United States -
Civil Service Retirement System

SF2806 Individual Ketirement Record

SF2807 Register of Separations and Transfers

SF2807-2 Annual Summary of Retirement Fund Transactions

SF2808 Designation of Peneficiary, Change, Revocation

of Beneficiary

-0 -

.. HESTHICT LD
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CIVIL SEAVICE FOmMS STOCKeD IN CIA

512 Proof of Residence
82390 Fingerprint Card
CS2806-3 Notice of Correction of Individual Retirement Kecord

cs2807-1 Register of Adjustments

MISCLLLANEOUS FORMS STOCKED IN CIA

Treasury Department Forms

W-2 Withholding Statement

W-l Employee's Withholding Exemption Certificate

TD-1737 Pend Issuence Schedule - United States Savings
Bonds -~ Series E

TD-225L Incdividual Authorization Card and Record of Pay Roll
Allotments

TD-6565 Power of Attorney by Individual for the Collection of

Checks Drawn on the Treasurer of the United States

General Services Administration Forms

OF-Lp Empleyee Record Card
OF-17 Property Pass - General Services Administraticn - Fed

Government Printing Office Forms

n2390 Crder for Standard Forms or Supplies

- D -

HESTRICTED
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Pureau of kmployees' Compensation Forms

Ci-1 Employees' Notice of Injury or Occupational Disease

CA=16 Request for Treatment of Injury under the U. S.
Employeets Compensation Act when Cause of Injury
is in Doubt

CA-17 Request for Treatment of Injury under the U. S.
Employeets Compensation fict when Cause of Injury
is in Doubt

Public Health Service Ferms

PHS-731 International Certificate of Inoculation and
Vaceinaticn

_E-

' HESTRICTED
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FROGRAM FOR THE FORMS MANAGEMENT BRANCH

~T'gtart ' = Completed

1. Revise the present forms numbering system. |

a. Study organizationsl and security requirements;
coordinating special problem areas with Ares
Records Officers. , ‘

b. Determine number and types of categories the
system should be droken into, such as:

1} Agency-vide forms
2} Headquarters-wide foruws
3} Intra-office forme

c., If feasible, digcontinue present obsolete and
confusing system and number all forms under one
or more of above categories in a siwple straight
numerical sequence.

d. Provide for the systematie integration of old
forms into the nev numbering system and correct-
ion of references in regulatory and adminis-
trative lssuances.

2. Develop a savings cost system.

a. Study cost Tactors involved in the creation,
production and utilization of forms and develop,
with technical assistance of the Technleal
Acccunting Staff, Comptroller's Office, DD/A,

a standardized method for computing savings re-
sulting from application of program methods and
techniques.

b. Reproduce sufficient copies for review ani co-
ordination by Ares Records Officers.

¢. Resolve any recommended changes in conjunction
with TAS and submit final version to Chlef, GSO,
for approval.

d. When approved, prescribe for Agency-wide uge
where applicable. {Primary application outside
of Forms Managewment 3ranch, GSO, will be where
prograw application bhas been completely decentra-
lized, such as to domestic field activities and
stations outside the Continental U. S.)

3. Develop a Forms Manapewent Handbook.

a. Develop for review and coordination at 0S8
Division level, an initial draft of a handbook
establishing a world.wide forms mansgement pro-
graw anpd setting forth policies and procedures
governing. crestion, Drbduction and utilization
of all Agency forms. Handbook to specifically
includes

(1) Statement of purpose, scope and policy. ?

Approved For Release 2006/04/13 : CIA-RDP70-00211ROQ0900140004-2
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{2} ZBasis for Forms Ranagement,

{3) Dbefine a form sad explain caie~
Zories used by Agency. '

{Li) Staie program objectives and ade
vantages,

{5) ©cutline responsibilities of Forms
Kanagement _rasch, GS0, and those
of all otuer or*anizasimal
componenis,

{8) Get forth d:etailea plan for o8 -
lishing progran Agency-wide,

(7) ©utline initial operating pro-

' cedures providing specifically
for:

{a) #n inventery of all forms
and collecHion of sample
copies.

{b) Submission of periodic pro-
gress reports.

{e) Istablisirent of bagic files,

{d) Continuing survey ad study
of Agency forms.

{e) FProcedures for rcquesting
approval of forms {Includes
development of new req;ues*b
fomﬁ)’

{8) A chapier on Tunctional Forms
Analysis {Present sysiem of
functional coding v be studied
and possibly rodified),

(9) Esteblishuent of standards of
forng design and explanation of
techniques,

{10} Chapters on typozraphy, construc-
- Hon, preductin and composition
metiods and suecialiy-type forus.

Incorporate any acceptable reco.:irended
changes and submit to Chief, GSO, for ap-
nroval,.

When approved by the Chlef, G50, reproduce
sufficient copies for review and coordina=
tion by the DD/A, DV/I and DD/P complexes
as well as the several components of the
Mrector's Office {Training, Tommnicati-us,
stc.)s Coordination to be acconnlished
under monitorship of the Area Zecords Of-
ficers where degignated and by the GSO Forns
¥anacerent Branch In other areas.

o ga :‘r [
f * ‘ K 1(
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~ Eatinated Date
TEEErT o compieted

de Incorvorate scceptable recormeided changes,
1f vy, and submit % DD/A for soproval, !

e, Uhen a.proved by ithe ID/A, forward fo e
#30T for a finsl iop-level zpproval and
endorgement, {This would ve uwseiul for ‘
sub ent publicity and might be of &id in' ,_
gorgmﬁng any pogsible difficulties 3
whiich =ieht arise at a later dote in the
DY/I and 00/P arees).

fe Jevige draft to incorporaie auy Iinal
changes, develop a table of contents and an
index, prepare texl, exhibits and cover for
mbmizsion for publication,

he Traiaing Progranm,

8, Aggess, in conjunciion wlu e Area Reecxrzéf;s
Dfficers, and based on pariodic progress
réports, inspections, etc., Agency require-
ments for training in ilovms nane euent
nothods, tevhiviques asd Hrocedures. i

be Tovelop exnibitis, practical exerclses, Vagw
graph and 35 mm slides and oiler visual alds,

¢, fevelop, in collaboration wid ite Idrector
of ’Jhining, an exiengion course andfor
gound film strips for nse in traning inac-
ceggible program particinants in overseas |
stations, proprietary projects and mubeldiary
interesis, |

d, Coordinate all training materiazls, course
requirements, etc, with the Mrector of
Training and obtain asproval of Lae Chief,
350 '

e. Gchedule and/or conduct, sesarately or under
raining msplces, sesglons of inatruction
for individuals or groups ss amropriate,

Ge Tormg Index or Catalog,.

& In consyltation with Area Regords Ufficers
and other operating nersonnel, determine
actugl needs of the Arency fov a publicabion

of this gort, Declde beblween:

S N Do '
NPT T “ }
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Estimated Date

{1) An inder {mwerical, alphabeti
cal andfor funciional, showing
information such as form number
odition date, title, unit of
igme, nlace of stockage and z
preseriding regulatory or ad- !
ministrative issugnoe reference

- number},

(2) A catalog (actuslly depict &
physical reproduction of the
form in sddition to furnishing
athier Information),

(3 ‘(P e of mechanization of indexs

B

{b} Tosteindex or similar gystem,

(¢} Submit recormendation as to
publication and rethod of
mechanizabtion to Uhief,

G30, for approval,

{d) Based on frequency of changes
in forms and addition of new
items, dotermine frequency
for igmuing changes to the
index or catalog and publish
same as required on & con-
Hnuing basige

-

b Contdmiing Program Uperation,

a, HMaintain contdmuing lisison with Area

-~ Hecords Officers, both individually and
through periodic group discugsions, * Assist
in &1l problem areas,

be On a day-towday basis, determine essenti-
ality and finally approve cr disapprove
requests for new or reviged forms, elim-
inating, consolidating, standardizing and
simplifiying where feasible, Review and
coordinate on regulatory snd aduinistrative
issuances prescribving ur referencing forms, |
effscting complete correlation between forng
procedures and igsuances, Assign nwibers, ')
prepare preliminary and final-type copy, '
develop production specificstions and ree-
quiremente for initial distribuiion, stocke
age and resupply. .

!
T

g : :
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wmiimated Date

Siart “Completed

‘8, Determine applicability of forms of other
Government agencies fo the Agency and ap-
prove or dlaspprove Wppdnt requests,

de  Inspect decentralized gewgran operations
and advige and consult with field and . f
LUsadquarters officials on planning, operss
Wonal and technical phases of the pro-ram,

e, Stdy functional groups of forms to elimi. :
-nabe, consolidate, standardisg, simplify, ;
and irprove existing forms snd procedures, i

: i

fe Conduct special stodieg snd rescarch proj-
- ects on forms systems and procodursl
implementation to improve management and :
ugeg provlide information for p Ageney
officiales and meelt otior governmentsl and !
Congressional requirements,

g Haintaln Agency liaigon with Government
and industry on all forms matters,

h, ZIvaluate Area Records Ofiicers Progress
Reports, Determine where progress may be
lagging assist in scheduling inspsctionss
point up possible arcas where publicity
might be advantageous,

i. Install and administer a Formg Hanasement
Program in those organizational scgements
not serviced by an Area Recopdg Officer,

3« Develop statisgtlice, progress reporta, ele,
as may be required by higher authority.

7. Promotional Publicity.

a, Jeparaltely and in conjunction with ihe
Aroa Regords Offticers, develo: or &
contiming basls, appropriaie publicity
for intre-Agenoy consamption, utilising
such media as:

{1) Progress Renorts
{2) Periodic publications such as
the Records Fanagemant Bulleting

gﬁg Posters.
{Li) Confererces, -serinars, neetings, :
G f g‘cmnga-hnﬁl? scugzions, ets, g

Approved For Release 2006/04I‘r§? CIA-RDP70-00211R000900140004-2i
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Estimated Dale
Start . Completed

b, Use as a memns of selling program and obw
taining Agency-wide acceptance, explaining
&ins, expresaing top-leval Wt o~
dorsement, making the "rank end f1le* forns-
congeious, reporting vrogram progress, enw-
courageing competi tion botwssn organisation.
al olements, recognizing outsgtanding
acmevezzmts and contribufions of Ares
Ascords Officers and other individuals to
Forms Managemsnt,

Ce Uevelop lectures for ineljusion in besic
orientation talke riven newly hired Agmcy
mersonnel, Include in such courses ap the
GIC and Adm, Sup. Course, (While providing
gome training, orimeary valne will be that of
pubhcity, i, e, securing resognition,
obtaining eooneration, ete,),

N

»@ h-‘

RN
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FROGRAM FOR THE :
RECORDS DISPOSITION BRANCH ‘ Estimated Date

| Completed
{
The establistment and meintessnce of & records scheduling :

progran that vill provide for the systematic 4isposition
of Agency records consistemt with their use and value.

1, Progrem essentials.

2. A records disposition handbogk that will out-
line the essentiels of records inventories,
eveluation, retirement, disposs), preser-
vation, legal requirements and procedures
governing the development of these essentials,

b. A records control schedule for each orgeniv-
ational segment of the Agency.

¢. lIagal authorizations for the disposal of
tewporarily valuabhle records.

d. An adequately trained group of staff and line
personnel.

e. Schedule application and reviev procedure.
. Progran effectiveness nessurement.
2. Mode of Operstion.

a. Dis sit on Handbook. Prepare and issue the
Regulations Control
Staff for the use of all interested Agemcy
personnel .

b. Records Control Schedules. Prepare Or super-
' viss the yreparation of & schedule for each
organizational segment 01‘ the Agency by:

{1) '{M taking of s complete records inven- .
ory.

(2) Evaluating each series of records in
terms of their administrative, legl,
Tiscel, research or historical value.

{3) Developing standards and obtaining cop-
currence of operating persomasl.

c. ug suthorizations. Obtain legal suthoriz-
ation t0 dispose of records in sccordance with
standards contained im the records control
schedules,

@ v fwli ’Pﬁi b ré and submit to the Natiomal
o o ves and the Comgress, requests for
authority to dispose of records,

Approved For Release 2006/04/13 : CIA-RDP70-00211R000900140004-2
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2.

i

+ As the need arises, collectively
o vidually train ares records officers, '
staff empioyees and Otbher interested personnel
in the techniques of records digposition.

The basic training toel will be the records

_disposition handboek. It will be supplemented

through group discussions, reference to and
study of statutes and regulations applicadle
to the Adispositiom of Federal Records, and
reference to pudlications of other Federal
agencies. ,

Schedule A .licntion
ecords Coniro
approximstely 1 yasr after original prepar-
ation and ansually therealter to!

{1) Assure initial snd continued application.
{(2) Revise them to include or delete items

in connection with orgamizational or
functional changes.

Pro Effectivenenss Messurenants .
Heasurs Ihe elTactivensss oF the schefuling

Review Procedure.

~ program throught

(1) Surveys and inspections.

(2} cCollection, compilation and submission
of imformation on records disposition
sctivities.

Approved For Release 2006/04/13 : CIA-RDP70-00211R000900140004-2
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PROGEAIS TOF THE TEPOREE
AND COREDUUDENGE (AN GLMENT

B NCH
{Genorts Ihnapement) Estimated Date

{8

tart i Completed
1, Develo; 2 handbook (Lhe Reports lamegement ‘rosram !
Handbook] for ilo ruidance of ‘rez Reeords Cfficers ‘
imnlerenting a Proryam within their cress, The
Handbook will contein informstion on Program scope,
cbjioctives, defimitions, rrorotion, ingtal’atlon,
and eneratiion,

g8, Secure pernission to install and operzie a
Reports Hanagement Program in a representative
CfZice,

b, Collaborate with the Officetls officials and
the Arsea Decords Ufficer to determine the
most realistic procedures :nd guides for
sdninistering the Program,

¢, Zewelop an initlal draft of ihe rropossd hund-
ook and clear through G530 and the 0ffice in
which the Program is to ke onerated,

¢, Test the Program and % e hundbock through
ectual operaticns in one or more Offices.

e, Tublicize content ¢f the hapdbook and what is
being accouplished in (ffices adminigtering
the "ropran,

f. Tased upon comeents from other arens, and
experience gained in actuszl Progranm onerations,
develon a drait containing puides appropriste
to adminisiering a2 Proprom in any comncuent
of tle igeney.

g. Sulmit draft copies through Repulations
Control Staff for vorking-level clecrance,

e Incor-orcte working-level rocommendaticns
into 2 final draft; clewxr through Chief, G50,
and Hegulations Conirel S5taff; and sultmit to
fenroduction for printing,

2, Concurrently with accormlishing Chjeetive 1 above,
fevelon o ~rogross veporting sy%etg ein copjunction

with progress reporis off diher phedes of “decords
Yanopenent,

“Approved For Release 2006/04/13 : CIA-RDP70-00211R000900140004-2
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Egtimated Date

a, Determine the Jepirable reporting frequency
and form:t ~ith respeet to:

(1) Higher echelon's requirements for
rrorress information,

(2} The @esirability of exchanging timely
: idens umong the Ares Hecords Officers,

{3) 7he nced for an indicuitor of problem
arecs, |

b, Analyze the riethods used by Area Records
- Officers to maintain records om Prozranm
Progress, '

¢, On the basis of findings from z, and b, above,
develop a renorting procedure vhich will best
serve the needs of the FProgram yet place the
least burden on Area Records Officers.

3. FPromoie the establishment and opveration of Programs

~ in each major organizational component to emsure that
Renorte Management principles are applied throughout
the Agevcy,

a, Miblicize the asccomplishments of established
nrosrams, Confer with offiecials of those.
elements which do not have a Prosram, Gain
accentance of the Progran at the highest
echelons, If possible promote the isguance
of Program directives at the Temuty Director
levels,

b. Upvon acceptance of the Program hy individual
Offices, develop such guides ns necessary for
its instaliation and operation, and assist
Area Hecords Officers with the initial Pro-
gran phises,

AR | Develop and Imnlement a training program designed to
supplement the Reports Management Program Hamdbook and
_-other putlishe¢ puides, such a progranm to he of
tenefit o nredent ¢ri'fYtyrel Mrea Records Ufficers

who mey lack profram administation and amalytieal
ax-crisnce,

-2-
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i Eatizted Date

T Start | Compieted

a, Develon exhibits:, ~raetieal exercises, and
other training miterial on tie basis of availe
able tralning litersture =md miterial obtained
through 5o exseriences of Arex Records
C¥ficers.

e Cchelvle und conduct training sessioms for
inGividuals or prouns, as aphronsisic,

5. Urovide Arco Records (£fieers <311 sueh assistance oo
is neceserry and perforn other duties fncidental to
the conbimued operation of the Program, '

2, hiniein continuing lisison with Are:. Hecords
Ufficers, either individually or thrcugh
reriodic grown discussicns, '

b. Gonductasmalyses of Teporis nd reporting
g : systoms of lecneyewide senme, or coordinate
such studles Involving two or more Offices.

¢. Dvalunle Ares liscords UPficers! progress re-
ports to delermine vhere Progrom progress is
Ingeing, nd in what organizaiionsl elements
additinnzl assistones or Progran nromotion.
may he necegsury, )

ds  Install and adninister a Reports Manorement
Prograw in those orranizational elements not
serviced by Aren Records Uffieers,

e, Uevelon such statisties and Trogress Teports
as mxy be resulred by hirher echelon.

6. Tevelop Procran publiclity on the basis of acoon lishe
ments reported by Area Lecords Ufficers, and on the
need for ralptalning continucus interest in the Program,

o, Leview propgress renorits :nd discuss aceomplishe
wents with Arez hecords Ufficers 1o ohiain
timely information of wiblicity valne, Iot's ;
give credit vhere credlt is dun, |

b, Devélop orizinal handbills, chibits, siotches,
- cartoons, ete. for dissemintion via the f
Hecords ¥an zoment Pulletin,

B e Ty i > '
C. -&vxﬁt{aﬁ Avnilakie Wl 1ieations for possible :
~iblicity miterial, 4 ‘

-3
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PROGRAM TCR THE RECORDS SYSTENS BRANCH

1. Srovide and initiate the installation of & wtendard I
Agercy 5ling system, :

a, Develop preliminary draft at Mraa,
tlassification gulde and clasgified indec,

be OUbtadn working lewel coammu on dealt
xmm.

ce Dbisin official concurrence of dralt mxmal
through Regmﬁoxu Control Staff,

de _Imamnn}.unom&&mcyhm

e, Instifute training in the smyaten by Uie 0ffice
of Training,

f, Make installstions office by office by work.
ing with the Area Records Officers or through
surveys made by Records Systems Branch per- i
sonnel,

© s parr o ot i £ ey

t /P

Office of Commmicationms
5 Office of Trainming

6e Fiald Stations

i e b S s,

2¢ Effect standardizstion of corvespondence filing eguip-
nent and sopplies,

8. Develop standards for correspondence filing ;
' squipnent and sapplies, !

be Obixin working level concurrences mmughﬁr‘
cuasions and demonstrations,

¢e Obtain official concurrences and issue notice
throuzh the Regulations Control Staff, :

de Estahligh working sgreenent with the Logisﬁc,l
Office which will provide for clearance and
spproval by Cenersl Services Office of requi-
g tions for onestandsrd items,

§§33?3,Ji
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Estizated Date

e, " Supply Ares Becords Dfficers with guids made~
rial, illustrating the need for snd advanisge
~of J.aﬁ.ng standard im

3. Provide standards and guide procadures for the control :
of cfgica nall and initiate the ingtsllation whore , 1

&, Develop mamxl - *ﬁa‘barial cowering the centml
of office mail,

- bs Install in offices where nesdsd following sir- . ;
veys in which the systen is recesmendsd mnd

. approved, Surveys to be nade by the iAres i
Records Officers and/or Records Systems Branch |

- pergonnel,

1. /A

2. /1

3. mfF

he 0Office of Commmications
5. 0Office of

o Fiald Stations

e tinnn L

e Provide and spply guides for nse in selecting office
. machines snd squipment and in establishing uiilisation,
replacenent and dispossl erlteria,

8y Develop standards ad guides for seleciing
equipment,

be EBatebligh working agresment with the Logistics ‘f
Office to provide for revisw and spproval by
the General Sexvices Office of contrelled , |
equipment,

Ce HSgtabligh lisison with General Services Ad-

' ministration and commercial services in
connection with the selecticn, application
sad utilisation of office eguipment,

d, Establigh agreemente in the respective offices

' to provide for review of office machine and
euipnent requirenents by Area Regords Offi-
cers and they, in turn, to consult end get
available information from the Records
Sysbems Branch,

@
ks

$ 4T
., W W

-

..fza"g‘ 1’4
R4

w5y

gmsa.ﬁ
§
TEE
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" Develop standards for uiilization, replace-
ment and disposal of office nachines snd i

sguipnent,

f, tave Ares Records Officers estsblish an equip- |
nent $nventory including pertinest informaiion
regarding conplete identifiegtion, age, cone |
dition and utilizmaiion of eseh controlled typc
of office mch:me and equipment,

£« Nabm periodic surveys to insure complisnce i
with utiligation, replacement and disposal
s tanderde,

h, Extend crogrem to all field stations through ,

the distribution of & serieg of informational | -

’ issuances and by survey teamg, o !
S5s Effect proper Agency-wide utilisation of micrefilme
8. levelop and issue informational material giving
standards for determining when microfilming is i

dezirable, l

be Develop handbook giving detmiled instructions
and standards covering when to microfilm and
cholce md use of spproprisate equipment,

¢, Cbtain official concurrence of handbook snd |
isme through the Regulations Control Staff, i

de Have Arvem Records Officers estsblish an equipw -
" wment inventory including pertinent inforration
complete identification, age, cone
cﬁﬁon and utilization of each camera sd
reader,

e, Establish working sgreenenig based on a regue
lation reguirement, for the General Services

Office to survey and approve all proposed
merofilming projects,

f. Establigh working sgreement with the Logistics - f
Dffice to provide for General Serviees Office’s

~ review and approval of all requisitions for : ‘

miorofilming equipnent, ;

5 8) R | ;
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Zo Mgough office by office smurvaym, make rec-
cmdendations regarding the eontinuation er
. Chances in existing microfilming projects.

# Devslop a vitel materisls handbook. |

¢, Obtain offieial concurrence of handbook and
issus through the Begulations Control Staff,

4, Vorking throngh the Area Records Officers and
willh the responsible officials - '
1, Bsteblish an invaniory of each
' records series of witsl materisls in
every office,

2. mmmmﬁmﬁ’md?w‘ b
duction for deposity

3, Establish a deposit scaadules
e Haintein lisieon with the dres Records Off4.
cers to assare adherence to the vitsl nateri-
als deposit requirements, -
N Immvg the Agency mei) service,

8, Uevelop, coordinate and issue an Apency Mail
Service Repulation,

“De I:Zlelgg g}é iscue a xanual for the Mail Cone
Fol wectlon providing stendard operating -roe
Ce Igmme an Agency Mell Routing Directory,

4, Develop and ingiall & reviged courier ree ‘ !
ceipt procedure, . o

811390190 | .

¢
¢
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Estimated Date

w]m

WMWtMrafwm : 1
Periodic snalysis of cagppler rcceipte by f
means of tabulsting equipment, in mrder to
check and correct emses for sxvesuive delays |
in deliveries,

Devilop & reporting system on asmigned ve-
hiclew o assure proper TtHsation,

Perform a contiming ma-t courler assign-
meul to assure proper msmpower ussge snd as &
basis for adding or elimnating vosi8ons 1n
secordance with curpren?® requirenents, o
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PROGRAM TOR THE REPORTS
A ORI PONDTICE MARAGTYTI

BRANCH
o __Estimated Date
Start | Completed
{Correspondence;

- 1. Develop o handbook vhich <11l mrovide procedures and
style stendsrds Por the preparation and handling of
memorenda ond letters. {(The Central Intelligence
Aeency Corrorpondence Handbook

8. Devzlop initial draft of Handboch for review
-and approval at Coneral Services Uffice level.

b, Tpon review and approval of draft by Chief,
Ceneral Services Office, submit copy to repro-
duction for printing of sufficient eoples for
cleorance through Repulstions Comtrol Staff,

¢, If necessary, estsblish and chair an ad hoe
editorial cormittee to review working-level
recormendations on the Handbook, It is pro-
posed that the committee be composed of repre-
gentatives fron the major Agency components
vhich submit recommrendations, Convene the
committee in suficient cessions to agree

eorpletely on the Hondbook!s content,

3, TRevise the initial draft to incorporate {ind-
ings of the editorial cormittee., Develop an
index znd prepzre text, exhibits, and cover
for subtmission to Reproduction,

2. Collsborate vith the Training Office in publishine a
guide for the assistance of stenoeraphers and typists,
such 8 ouide to inelude informetion on typing tech-
niques, capltalizotion, punctuation, and other typing
aids, (The Stenogrepher's and Iypisi's Cuide)

a. Discuss with Repulations Control Staff and the
Director of Training our recormends=tion that
the Guide be published in the A0.150 series as
e handbook related to other iscusnces on
Correspondence Manasgement,

b. Assist Training OfTice persounel with the pre-
paration of finzl cony for subrdssion to Re-
production, to ensure that the Guide will
conforr in genersl apnorrance to the format of
other hondbooks on ﬁorrasymndenq? lj}ianagzemnt

fad 3 3 [ S S
being devsloped b%r fh{ grqnch.s; 3
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) Estimated Date
: Start , :oopleted

3. Devalop 2 handbook for the assistenes of writers, sueh
a cuide to contain informotion on uriting techniques,
the use of for~ noorands and letters, pattern memo-
rands and letiers, patiern paragraphs, ~nd other
uwiting atds. (Tso Yriter's Dondbek)

2. Gonvene Arce Recorls (MMicems nnd request
from then an inventory of requirements for
repetitive-tyne correspondence within their
arcas., In collaborztion with Area Records -
OfTicers, analyse the types snd volume of
repetitive correspondence and develop foru

T - or nebtern correspondence for use Apency-wide
or Ly gpecific components, as appropriate,

bs Devclop an index (correspondez) of those form
nemoranda and letters, pattern correspondence,
and pattern paragraphs for Agemey-:dde use,
anrd sssist Area Records Officers with the
development of correspondexee appropriate to
the needs of their areas,

€. Frocure copies of availshle pamshlet-type
liter-ture on the subject of uriting tech-
nigques., If suech material is not available,
develop a scetion on this subject from text
boaks end other publications,

d. JAssemble material developed (or nrocured)
into a draft copy for review st Joneral
fervices DfTice level, :

e, Sub;ib draft copies to Reeulations Control
Stafl for working-level clesrance,

T+ Incorporsie workinc-level recoendations
into final dra®™; cleap through Chief, CSC
an? Rerulations Control S aff; and submit
to Reproduction for printing,

4e Develop & handbock for the ruidsnce of &ren Records
Officerc implementing & Correspondence aussement
Progrox within their areas, Cuech a ruide to contain
infor-ation on: Condueting surveys; the development
and use of form and patiern corresnondence, COrrase
pondexes, and other labor ssving methods; the

Approved For Release 2006/04/13 : CIA-RDP70-00211R000900140004-2
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Es natod Bat :
Start ! Completed

establishment and mainteneonee of control measures for
a continuing review of correspondence practices; the
development and disseminstion of Program publieity;
the reporting of Prorram progress,

a, Secure permission to install and operate a
Ceorrespondence Management Prograrm in & repre-
sentative Office. (Fither Ioristics or
Personnel is recommended, )

b, Collaborate with the sppropriate Area Records
Officer in determining the most reslistie
procedures and suides for administering the
Progran,

¢. Develop an initial deaft of the proposed
handbook, Clear through GSC and the 0ffice
in which the Program is to be operated,

d. Test the Program and the handbook through
actual operations, '

2. Publicize content of the bundbock and what ie
a © being accomplished in the pilot instsllation,

. Bezed upon comments from other areas and ex-
perience gained in operatins the pilot in-
stallation, develop 2 draft containing guldes
appropriate to adrinistering a Frogram in any

- Gffice or other component of the Ageney.

. Subrit draft copies through Rerulations
Control Staff for working-level clearance,

h. Incornorate woriing-level racommendations
into final draft; clesr through Chiel, S0,
and Regalations Contrel Stoff; and submit to
reproduction for printing,

5, Concurrently with accomplishine Objective 4 above,

develop a progress reporting system in conjunction
with requirenents for propress reports on other phases
of Records Management,

a. Determine the desirable reporting frequency
and Tormeat with respect to:
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Estimated Date
Start - Sompleted
(1) Higher echclon's requirements for '
progress information,

{2) The desirability of axhanging timely
ideas among the Area Reeords Officers.

(3) The need for an indicator of problem
arecs,

Analyze the methods used by Area Records
\Bfficers to maintain recorda on Propramw
Progresgs,

c. On the basis of findings from a. and b,
ahove, develop a reporting procedure which
will Dest serve the needs of the Program yet
place the least burden on Area Pecords
Officers,

6, Promote the establishment and operation of Procrams
in each major corponent to provide for Headquarters~
vide apnlication of Correspondence Manspement
principles,

2, Publicize the aecomlishments of established
nrograns, Confer with officials of those
elements vhich do not have 2 Progran, Gain
‘acceptence of the Program at the highest
echelons, If possible promote the issuanee
of Program directives at the Deputy Director
levels.

b Upon acceptsnce of the Program by indivicdual
Offices, develop such puides as necessary for
its installation and operation, and assist
Area Records Officers with the initial Pro-
gram phases,

7. Develop and implement a treining prorrarn desigmed to
surment published guides, such a progra: to be of
benefit to present or future Area Records Officers
vho may lack experience (particularly analytieal) in
the field of Correspondence Management.

a. Develop exhibits and practical exercises l
from materjal obteinad thﬁwgh the experiences »
of Arca Recomld. Officérs, as rellected in |
their progress reporic, i

ol
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. . betimated Date
T Starg Compieted
b, Conduct training sessions for individuals ‘
or groups as appropriate,

2, Develap Program publicity on the basis of zccomplishe
wents reported by Area Records Officers, and the need
for rainteining eontinous interest in the Progranm.

a, Revicu progress reports and discuss accone
plishrente “with Area Records Of“icers to
obtain timely inforpation ef publicity walue,
Ietts not hide any light under a bushel !

b, TReview all svailable publications for possible
publicity mnterial.

¢, Develop original handbills, exhibite,
sketches, cartoons, ete. for dissemination
viz the Records Management Bulletin,

9, Provide Ares Records Officers with such assistance
as is necessary, and perform other duties incidental
to the continued operation of the Progran,

a, Mairntain continuing 1liaiscn with Area Records
Ufficers, elther individually or through
group discussions,

b. Conduct anslyses of correspondence systems of
Agency-vwide scope, or coordinste studies in.
volving two or more Offices.

c. fyaluate Aree Records 0fficers' progress re-
ports to dstermine where Progranm progress is
lagging, and in'what organizstional elements
additional assistence or Progsrem promotion
may be necessary.

d. Install and sdminister a Correspordence Mane
agement Program in those orranizstional
elerents not serviced by Arec Records Officers,

e. Develop sueh stetistics and progress reports
as nay be required by hirher echelon.
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PROGRAN FOR T
| gtimated Dute
| 92 »

RECORDS CRMTER BaAiCH
| ‘ !
l. Stope and protect noncurrent pecords and diatribution ‘

materialy af the Agency,

; : f
8, I collavoration with the Security Uffice |

ad the SMF Divigion develop plsnsg for the =

adoquate physicsl security and protection i
from fire, climate, stc., of the records ‘

uged and housed in the Cenber,

b, Develop and coordinate with the Space

’ Haintensnce and Faoilities Divigion and
Security 0ffice layout plans for maxcimum
snace uiilisstion within the Center that
will comply with establiished stendards
md at the same time tnmure efficient
operations,

¢, astablish a space control system that will
indicate at all times the amount of storage
g:ace svallable and its locatien,

2s Provide the nacessery facilities for sccessioning
resords spproved for transfer to the Center,

. &, Develop procedures % be used by Area
~ Hecords Officers in preparing and routing
records Wwansfer roquest formg snd in
packing, labeling, and listing records to
be retired, Thege procedurss would be
published as & bulletin or handbook,

bs Review and approve incoming transfer
roquests, and coordinate the accessioning
trangaction with the requesting office,

Ce. Maintain continuing lisison with the Space
Faintensnce and Facilities Divigion in
order to provide the necessary lsbor and
- trangportation for moving repords into the
the Center, ’

d. Determine and procure necessary handling
squipment to expedite the flow of incoming
and outgoing recorda,

&, Provide for the control and sssignment of
storage space wiihin the Center,
WA sriuselvd
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I
|
3. Provide reference service on records in custody and | |
in the National Archives, : !
. : £
8, Frepare finding aids, when required, to
bring the records in custody under intel.

lectual control, and to provide meximum

accessability for reference purposes,

De Develop procedures for the expeditious |

handling of all records reguests, both |
written and verbal, and the operation of .
a document loan service,

¢e Install and maintain sdequate facilities .
for a reference search yeom in the Center
that will include microfiin readers.

de Zotablish and raintain ndcrofilming and
131mto~repro&;cing sexrvices for thoge recordg
in custody when such reproduetions are not -
in confliet with Agency regulgtions, secu.
rity, requirement, or statutory or legal !
regtriotions, ' §

8, Act as the official lialson vwith the
Netional Archives concerning reference
requirements for records in that Agency's
cuatody,

Le Misoosme of any records in custody that are suthorised
for deztruction,

8, Ystablish and maintain digpossl Mckler : ;
Files covering those resords authorised : ;
. for disposal; those disposable on a ,
contingent basls and those wnich appesy 5
daposable but for which Asency approval 5

hag not been obtained,

b, Identify and determine those records in
custody for wihich disposal stondards have
been authorised and approved through the i :
%gaé:nce of Records Control Schedules and

lLaus,

S e

¢s Fstablish a procedure for obtaining the ]

. concurrence of operating offices in the
destruciion of any of their records that :
are asthoriged for disposal,

o

B

LS
Gl
g

A

i
;
B 4

: g ogop S / i
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Estimated Date
T Gomple ted

L ]

de Provide for a sysien of reporiing the
anount of records disposed of by the

5e Vreserve rocorda determined to heve vslucs worthy
of peroanent or longtime retention,

a, Detarmine the require -ents necessary to
provent damare 1o records in custody due
o insocts, rodents, dust, excessive .
ieat, excessive darpness, sxd rough
handling,

ve Uonduct anglyses of the various ways and
ueans to - rovide the msximm cermanency

to the records and initiate projectis to

preserve or prevent futire deterioration
of permanently valusble records,

Ge Store, reproduce and distribute supplerental copieg |
of CIA produced intelligence information and reports -
and to nakve initial and suplemental cSistrdbution of
Apeney regulations and notices,

8¢ Istabligh and “aintain & continuing in-
ventory for all incoxing and outgoing
naterial,

'
¢

i
]
1

be Plan and prepare the various finding aids
neceassry W bring the distribution under
aontrol.

¢ evelop procotires for the prowmpt and ate
pedi tious servieln: of all requests,

de Gperate and caintain photeereproduction
facilities as way Lo neaeasary 1o service
requests for coples of infornation reporits, .

|

2
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